
CONTRACT FULLTIME POSITION:  

RECRUITMENT SPECIALIST  
EXECUTIVE 
WORKFORCE DEVELOMPMENT CORPORATION 

 Agency Description:  

The Department of Small Business Services (SBS) helps unlock economic potential and create economic 
security for all New Yorkers by connecting New Yorkers to good jobs, creating stronger businesses, and 
building a fairer economy in neighborhoods across the five boroughs.

 
Job Description: 

The Recruitment Specialist will work closely with the SBS Director of Employee Services to support 

current high-volume agency recruitment efforts. Due to SBS’s rapid growth as an agency, developing and 

maintaining recruitment relationships are essential. The Recruitment Specialist will play a critical role in 

recruitment of future SBS employees. The ideal candidate will have the ability to juggle multiple initiatives 

in a thorough and organized fashion.  

 

Under the direction of the Director, the Recruitment Specialist’s responsibilities include, but are not limited 

to the following:  

 

• Develop best practices and recruitment process to acquire qualified candidates, track success of 

recruitment efforts, strategize how to improve results and maintain relationships with local 

colleges, universities and other relevant organizations    

• Develop and participate at recruiting events, such as job fairs and civil service hiring pools, as 

needed; 

• Meet with hiring managers to assess needs and provide support drafting and revising job 

descriptions   

• Work closely with hiring managers across the agency to determine where positions will be posted 

and assist with follow-up and scheduling as needed;   

• Create and maintain an applicant tracking system to capture candidate information and track 

outcomes   

• Assist in managing the agency’s internship programs, including coordination with schools, 

internship programs, and hiring managers and managing the onboarding of interns; 

• Utilize all available social media to advertise and promote vacant positions within the SBS and 

build a strong supporting network to communicate specialized job requirements and vacancies; 

• Develop a collaborative and effective working relationship with SBS divisions by actively 

participating in on-site hiring events and job fairs that are open to the general public; 

• Manage the agency recruitment inboxes, reviewing resumes and inquiries submitted to the 

agency; 

• Pre-screen job applicants, assisting with on-the-spot review and qualification of resumes and 

responding to inquiries received from job applicants; 

• Prepare job offer letters, including information related to benefits for new employees;  

• Screen resumes to ensure candidates meet Minimum Qualifying Requirements; 

• Assist with hosting civil service hiring pools and assist hiring managers to prepare for hiring pools; 

• Assist with onboarding incoming full time employees and consultants, as needed; 

• Prepare necessary documents related to the interview and recruitment process as needed   

• Aid in the design, development, and execution of recruitment-related projects; 

• Performs other personnel duties and projects as assigned. 

 

Preferred Skills: 



The preferred candidate should possess the following: 

• Experience with recruitment for government or non-profit organizations; 

• Knowledge of Microsoft Office suite; 

• Effective communication, customer relations, and interpersonal skills; 

• Outstanding professionalism when representing an organization; 

• Experience working with all levels of the organization, and ability to interface with Mid-level and 

Senior staff; 

• Ability to handle multiple tasks under tight deadlines; 

• Ability to maintain confidentiality; 

• Possess Recruitment analytics skills; 

• Ability to screen applicants resumes to see if qualifications are met; 

• Experience in managing expectations and relations with multiple stakeholders; 

 

 Qualifications:   
1. A baccalaureate degree from an accredited college and two years of experience in an area 
related to the duties described above.  

 
      
How to Apply:   
To apply for this position, please email your resume and cover letter including the following subject line: 
Recruitment Specialist to: careers@sbs.nyc.gov   
  
Internal candidates please email your resume and cover letter including the following subject line: 
Recruitment Specialist to: HRHELP2@sbs.nyc.gov    
  
Salary: $65,000 - $80,000.00 
 
Duration: One year from date of hire 
  
NOTE: Only those candidates under consideration will be contacted.   
  
If you do not have access to email, mail your cover letter & resume to:   
NYC Department of Small Business Services   
Human Resources Unit   
1 Liberty Plaza, 11th Floor 
New York, New York 10006  
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